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NATURE OF WORK

Employees in this classfication teach a variety of subjects to mentaly and emotionaly retarded students,
using various teaching techniques to reinforce learning. Emphasis is on training for independent living.

Incumbents plan curriculum, and prepare lessons and other ingtructiond materials and opportunities,

according to achievement levelsof sudents. They aso observe, evaluate, and prepare reports on progress
of sudents. Also included isthe responghility for the successful job placement and retention of individuas
who have severe disabilities and who generdly do not qudify for traditiond vocationa rehabilitation

sarvices. This pogtion cals for the employee to play a Sgnificant role in solving job and non-job related
issuesresulting in placement of candidatesinto competitive employment, aswell asroutine cdlassroom duties.
Work isassigned by Program Director. Work isreviewed through individua consultations and weekly staff
meetings.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Supervises daff responsible for providing indructiona and behavioral modification programs for
developmentdly disabled students.

Assumes Director's respongiilities in the absence of the program director.

Coordinates program to ensure attainment of individua client and program goas and objectives.

Assigsin answering telephones, when needed. Assistsin devel oping operating proceduresfor the program
in accordance with Federad and State guiddines.

Works with community and public officids in explaining and promoting program.

Maintains record keeping system of dl clients. Recommends the replacement of existing

equipment and purchases materias and supplies necessary for program operation.

Prepares monthly progress reports. Participates in preparing program budget and reports for the
adminidration. Transports clients, when needed.

Assgsin the writing of grant gpplication to Federd, State and local  sources as well as foundations.

Prepares reports and correspondence, as required.

Assdgsinthe planning and directing of subordinatesinimplementing acomprehensve safety program suited
to the particular ingtructiond facilities and programs.

Attends community and public meetings as required.

May ingruct clientsin one or more specialized courses.

Prepare individudized education plans.

Participates in gtaff meetings to assess and update students progress and education plans.

Performs related work as required.

KNOWLEDGE, SKILLSAND ABILITIES

Knowledge of education and training practices, methods, and techniques, particularly asthey apply to the
training and employment of mentaly and emotionaly handicapped persons.
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Knowledge of the specia needs of the mentally and emotionally handicapped.

Athletic skills may be required for the teaching of recreationd programs.

Ability to communicate effectively, both verbaly and in writing, to individuals and to groups.

Ability to establish and maintain effective working relationships with clients, staff, other employees, and the
genera public. Ability to maintain records and to prepare reports from such records.

MINIMUM REQUIREMENTS

Bachelor's Degree in Education, with course work in Specid Education, and some experience in teaching
the mentaly and/or emotiondly handicapped; or Associate Degree in ardated fidd and experience in
training or teaching the mentaly and/or emotionaly handicapped; or consderable related experience.

Experience must include employability skillstraining and job placement activities. Experience can subgdtitute
for education on ayear-for-year basis.

PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physical capability to effectively use
and operate various items of office reated equipment, such as, but not limited to, word processor,
cdculaor, copier, and fax machine. No sgnificant sanding, walking, moving, climbing, carrying, bending,
knedling, some crawling, reaching, and handling, Stting, Sanding, pushing, and pulling.

SUPERVISION RECEIVED

Work isassgned by Program Director. Work isreviewed through individua consultations and weekly staff
meetings. |ncumbents exercise some degree of independent judgement, particularly in classroom Stuations.

SUPERVISION EXERCISED

Incumbents exercise supervison over driver/aides, teachers and clientsin their care.
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